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GRbERTIAL

§Tiid 1963

MEMORANDUM POR: Deputy Director (Intelligence)

ATTENTION : 25X1

SUBJECT : Agency Records Disposition Activites

1. 1am attaching, as a matter of interest to those who are concerned
with recoxrds, two charts which show the cubic feet of records on hand and the
records destroyed by all headquarters offices for the Fiscal Years 1957 ~ 1962,
ihese charts were prepared from dsta furnished by headquarters records
officers. 1am aleo attaching a breakdown of statistical data for components
in the DD/1 area.

2. Application of records disposition policies and procedures
throughout the Agency resulted in the following achievements in FY 1962:

a2, The destruction of records st headquarters offices reached
a pew high of 23, 973 cubic feet, the equivalent of almost 3, 000
safes - 10 per cent more than in 1961,

b. Sixty-eight per cent of all Agency records holdings, the
equivalent of over 20, 000 safes, is housed in office space and

equipment.

c. Thirty-two per ceat, the equivalent of over 9,000 safes,
representing records having a relatively low reference rate, is
kept in the Agency Recorde Center.

d. While records holdings increased by 6 per cent during
FY 1962, 1t was due almost entirely to the transfer of functions
from the Department of State to the DD/] area.
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3. Siguificant progress was made Ageuncy-wide last year by
eliminating 45, 768 cubic feet of records, the equivalent of over S, 700
safes, through retirement o low-cost storage at the Centex sud by
destruction. While this progress is encouraging, we still have some
way to go to reduce the average office accumulation | | 25X1
25X1 | | 1 am particularly cencerned to countyrol the

growth of recoxds ai the Centex.
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Executive Assistant to the
Deputy Director {Support)
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MEMORANDUM FOR: ;ﬁﬁy RPUTY DIRROTAR (TNTETT TORNCAE)
(tbtdn | 25X1
Subject: Agency Records Disvosition Activiities

G o sl 1o & sttn ¢ itirid o Lt ses s constird S

1. two charts,show the cubic feet of records on hand
and the rerords destroyed bv all headquarters offices for the fiscal years
1957 —~ 1962, These charts wers prepared from data furnished by headquarters
records officers, I am also attaching a breakdoun of statistical data
for it components in the DDI Area,

2. Application of records disposition policies and procedures through-
out the apency resulted in the following achievements in FY 1962:

)

a, The destruction of records at headguarters offices reached
a new high of 23,973 cubic feet, the equivalent of almost 3,000 safes —-
10% more than in 1961,

b. Sixty-eight percent of all Agenc records holdines, the
equivalent of over 20,000 safes, is housed in office space and

equipment.

c. Thirty-two pnercent, the equivalent of over 9,000 safes,
representing records having a relatively low reference rate,is kept

in the Apency Records Center. . s
d., Vhile s records holdines increased by 6%

it was due alrmost entirely to the transfer of functions from the
Department of State to the DDI Area,

3. Significant progress was made Agency-—-ide last year by
eliminating 45,76% cubic feet of records, the equivaTGnt of over 5700

safes, through retirement to low cost storare at t?g Q@ga gnd bv!
destruction., While this progress is encouraging,
o ..to reduce the average office accumulation | 25%1

'| ]I am to control the growth of records at
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5. I am grateful for t Egntinued cooveration ; > of'f'icers
in yvour area in helvnin the Agency reco prog
were part . 1
implementing~the agreements‘wit
destructidh of certain intell#F

Attachments (3)
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